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MyTax.DC.gov User Guide:
How to Register a New Business (Form FR-500)

Learn how to register a new business with the District of Columbia online tax portal, MyTax.DC.gov.

OTR Home Services ¥ | Individuallncome Tax w |BusinessTax w RealProperty ¥ |RecorderofDeeds w Forms w | Customer Survey About -

i News faatures are coming o MyTax. DT gov on October 28!
= MyTax.DC will not be availabie from 5:30 p.m. October 26 through spproximately 7 a.m. October 28 while we make these system updates
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MyTax.DC.gov is a tax portal that makes viewing and paying Individual iIncome and Business taxes in the Disfrict of Columbia - Simpler. Faster. Safer.

n Register a New Business: Form FR-500 Where's My Refund?

a Log In/ Sign-up [E Businesses @ Businesses - File and Pay Now
Usemame Current & Prior Year Tax Forms FR-120: Corporation Franchise Tax Exzension
Modernized e-File FR-130: Unincorporated Franchise Tax Extension
Password
[ Retrieve 3 Savad Suomission FR-185: Partnership Tax Extension
Register 3 Special Event - Form FR-5008 Veluntary Disclosure Regquest - Temp Location
Login
Forgot Password? Request Government Exemption FR500 - OLD
I W H
Forgot Usernams? Certficate/_icense Search
R % Individuals @ Individuals - File and Pay Now
Current & Pricr Year Tax Forms FR-127: Individual Income Tax Extension
DC Free File / DC Fiflable Forms FR-127F: Fiduciary Income Tax Extension

Verify My Return

Request Residential Parking Examption

@ Quick Links B (O Quick Payments

What can | do in MyTax.DC.gov?

Make an electronic payment from your bank sccount 3t no additional

Pay with eCheck
% b fee. Paymants can be scheduled up to one year in advance.

Why sign-up for MyTax.DC.gov?
View Tutorials Pay with Credit / Debit Card Make 3 payment using your credit or debit card. A convenience fes of

2.5% will be charged by the credit card processor for each payment.
Take me to eTSC

Contact Us

1. Click “Register a New Business — Form FR-500" on the MyTax.DC.gov homepage.


https://mytax.dc.gov/_/
https://mytax.dc.gov/_/
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FR-500 New Business Registration

#} Home > FR-500 New Business Registration

1. Instructions
m Instructions
Combined Registration Application for District of Columbia Busi Taxes/Fees/A nents

Before completing the FR-500, please visit the Department of Consumer and Regulatory Affairs website to complete any licensing reguirements.

= The FR-800B is now obsolete, and the 2016 FR-900B was the last reconciliation form that could be filed
= File the FR-900A if you are an annual wage filer whose threshold is less than $200 per year

 File the FR-900MP if you are an annual non-wage filer

= File the FR-900Q if you are required to pay monthly or quarterly

You will need the following information to complete the online tax registration form:

s ‘Your Federal Employer Identification Number (FEIN), Individual Taxpayer Identification Numhber {ITIN) and/or Social Security Mumber (SSM)
« Note: Your ID Type (e.g. FEIN, S5N, or ITIN), determines which tax accounts your business is eligible for when completing the FR-500. When registering a
business with a SSM or ITIN, your eligible tax accounts are:
o Sales & Use Tax
o Specialized Sales
o Street Vendor
o Ballpark Fee
o Personal Property Tax
All other tax accounts will require your business to register with a FEIN.
Business Name and Trade name must be registered andfor updated with DCRA. Also, ITINS may not be used with the following tax accounts:
o Corporate Franchise
o Withholding Wage
o Withholding Non-FPayroll
Your legal form of business (e.g. partnership, corporation, sole proprietor)
Your primary business address and the addresses for all locations where you will collect sales tax in the District of Columbia
The names, fitles, home address, SSN andfor ITIN of the proprietor, partners, or principal officers {Required)
The former entity information if previously registered with the District of Columbia

LRI

If you're a special event promaoter hosfing an event with at least 50 vendors, please use the How to Register a Special Event Form FR-500E Guide

The following documents must be attached based on the type of business registering for the FR-500:
= Articles of Incorporation - Business is registered as a "Corporation™

» Articles of Organizafion - Business is registered as a “Limited Liability Company”
« Certificate of Trade Name Registration - Business is registering with a DBA/Trade Namel

This iz for new regisirations only. To make updates to an existing business account (The addition of a Corporate Franchise account requires a new registration) or to
submit a web message, please log in to vour MyTax DC.gov account. Should you need further assistance, you may submit an email to the Office of Tax and Revenue's e-
Services Unit (OTR) at e-Services.otr@dc.gov or call (202) 759-1045.

If you are ready to begin the FR-500 Registration, click the "Next” button.

2. The Instructions page list all the items needed to complete your FR-500 business registration:

e Federal Employer Identification Number (FEIN), Individual Identification Number (ITIN) and/or Social
Security Number (SSN)

e Legal form of business (e.g. partnership, corporation, sole proprietor)

e Primary business address and the addresses for all locations where you will collect sales tax in the District of
Columbia

e Names, titles, home address, SSN and/or ITIN of the proprietor, partners, or principal officers (required)

e Former Entity Information if previously registered with the District of Columbia

a. Click Next.
Note: The following documents must be attached based on the type of business registering for the FR-500.

Business Type Required Documents

Corporation Articles of Incorporation

Limited Liability Company Articles of Organization

Register with Trade Name Certificate of Trade Name Registration
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FR-500 New Business Registration

4} Home > FR-500 New Business Registration

1. Instructions 2. Business Information

Business Information

][]

Qrganization Type Required v
Required |
ID Type | FEIN ITIN 55N |
3 - .
D Required
Confirm 1D Required

BusinessiLegal Mame

Register Accounts Using Doing
Business As (DBA) / Trade Name

| 3b Physical Address
Address where your business is physically located

Street 2 Unit Type v Lini

City DC - DISTRICT OF COLUMBIA v | | Zip Code
Usa v Verify

Send mail to another address

-] e

3. Complete the Business Information section.
a. From the drop-down menu, select your Organization Type (e.g. Corporation, Limited Liability Company).
Select your ID Type (e.g. FEIN, ITIN or SSN) and enter your ID number and Confirm your ID number. You
may enter your Business/Legal Name in the space provided. If you're operating under another business
name, click the box next to Register Accounts Using Doing Business as (DBA)/Trade Name.
b. Under Physical Address, enter the address where your business is physically located.
Click Next.
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= FR-500 New Business Registration

4} Home > FR-500 New Business Registration

1. Instructions 2. Business Information 3. General Information

General Information

Date present business commenced in the District of Columbia or date expecied fo begin Business Wehsite Address

F

@

Required |

Has this business been registered previously with the District of Columbia?

Business Activity Code ( “ AddiLookup NAICS  LUSCIEN

4. Complete the General Information section.
a. Select the date your business commenced in the District of Columbia or is expected to begin
b. Answer No or Yes if you previously registered your business in the District of Columbia
c. Click the Add/Lookup NAICS button to select the correct NAICS code for your business
d. Click Next.

][] ]
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= FR-500 New Business Registration

%} Home > FR-500 New Business Registration

1. Instructions 2. Business Information 3. General Information 4. Account Registration

Account Registration

When answering “Yes" to register an account below, the “Account Start Date” will default to the business start dafe selected on the previous page. If the stari date of a tax account
is different than the business start date, pleaze update it below.

For more account information click: 0

Account Start Date
Will your business be filing as an Unincorporated Business Franchise? mE| 0

Will your business be reguired to collect Sales and Use Tax? mE| 0
Will your business be making Specialized Sales? mE| 0

Is your business either a Street Vendor or Mobile Food Service? mE| 0

Will your business be required to pay the Ballpark Fee? mE| 0

Will you own or hold in trust any tangible personal property located or available for use in DC? W| (7]

You must Answer "Yes' to this question if your Physical

Address is in the District
£ Previous
5. Complete the Account Registration section.
a. Answer No or Yes to the tax account questions. When answering Yes to register an account, the Account
Start Date will default to the business start date selected on the previous page. If the start date of a tax
account is different than the business start date, then you will update it on this page.
b. Click Next.
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= FR-500 New Business Registration

€3} Home > FR-500 New Business Registration

1. Instructions 2. Business Information 3. General Information 4. Account Registration 5. Account Registration Summary
| 6 IACGOI.IHT Registration Summary

Eased on your selections on the FR-500 Mew Business Registration, the following tax accounts will be registered. If you would like to make any changes, please click “Previous”
and to go back to the previous page and edit your responszes to the yes/no guestions. Should you have any questions regarding this step, please contact OTR's e-services Unit at
e-Services.otr@dc.gov or call (202) 759-1945.

Business Sales Gross Receipts

Corporation Franchise Sales & Use o Motor Fuel

Unincorporated Business Franchise Street Vendor o Heating Qil

Partnership Specialized Sales Toll Telecommunications Service

Ballpark Fee Cigarefte/Other Tobacco Products Commercial Mobile Service

Withholding Wage Alcoholic Beverage Wholesale Cable TV, Satellite, Video or Radio
Distribution

Withholding Non-Payroll Public Utilty

Property Department Of Healthcare Finance (DHCF)

Personal Property o Mursing Facility

Railroad Tangible Property Stevie Sellows (ICF-IID)

Railroad Rolling Stock Medicaid Hospital Inpatient

Medicaid Hospital Qutpatient

6. The Account Registration Summary page lists the tax account(s) that will be registered with your FR-500
application based on the selections.
a. Click Next.

Note: If you would like to make any changes, click the Previous tab to go the Account Registration page to edit your
responses to the tax account questions.
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= FR-500 New Business Registration
ﬁ Home »> FR-500 New Business Registration

fions 2. Business Information 3. General Information 4. Account Reqgistration 5. Account Registration Summary 6. Sales and Use Tax
I 7 Sales and Use Tax

Flease complete the requested information. Based on your responses, your business will be registered with the DC Office of Tax and Revenue for Sales and Use Tax. You may
click the tabs above to go back and modify your previous answers.

Please enter all District of Columbia locations that collect sales tax

Add/Edit Locations Flease add at leazt one location.

Sales Location Trade Name Street Address 1 City State Zip Code Phone

7. The Sales and Use Tax section is where you add/edit all your business locations that collect sales tax in the District
of Columbia. This section is required and must be completed before proceeding to the next page.
a. Click the Add/Edit Locations button to include your DC location(s) with the application
b. Click Next.

7|Page
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FR-500 New Business Registration

£} Home > FR-500 New Business Registration

tion 3. General Information 4. Account Registration 5. Account Registration Summary 6. Sales and Use Tax 7. Personal Property Tax

Please complete the requested information. Based on your responses, your business will be registered with the DC Office of Tax and Revenue for Personal Property Tax. You may
click the tabs above to go back and modify your previous answers.

The table below has been pre-populated with all District of Columbia addresses. All District of Columbia locations with tangible property must be listed below. To make additions or
edits, click “Add/Edit Locations™.

Add/Edit Locations

Street Address 1 City State Zip Code Country
[ [:% 1101 4TH ST SW WASHINGTON  DC - DISTRICT OF COLUMBIA 20024-4473  USA
[ [ 1101 4TH ST SW WASHINGTON  DC - DISTRICT OF COLUMBIA 20024-4473  USA

2 Rows

8. On the Personal Property Tax page, the table highlighted in yellow has been pre-populated with all District of
Columbia addresses entered at the beginning of the application. All District of Columbia locations with tangible
property must be listed.

a. To make changes or add locations, click the Add/Edit Locations button.
b. Click Next.

8|Page
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= FR-500 New Business Registration

i} Home » FR-500 Mew Business Regisiration

Information 4. Account Registration 5. Account Registration Summary 4. Sales and Use Tax 7. Personal Property Tax 8. Verify and Submit

Verify and Submit

Please venfy that the information you entered in the previous steps is accurate. Once you submit your completed Mew Business Registration application (FR-500) to the Office of
Tax and Rewvenue (OTR), you will not able to make any changes to your application onfine.

To request an exemption of District of Columbia Individual Income, Franchise, Sales and Use, and Personal Property Taxes, you must submit your request anfine at
Tty Taw. DC. gow. After submnitting your FR-500, you will receive a “Motice of Business Tax Registration” by US postal mail within three to five business days. Once you receive this
notice, use the D Mumber located at the upper right-hand corner of the notice to creste an account at My T DC.gow.

By clicking “Submit.” you declare under the penalty of law that this registration is true, correet and complate to the best of your knowledge.

Business and Account Verification

ID Type [ FEM SSN Crganization Typs Limited Liability Gompany v
Social Security Mumber e TTTT Date present business commenced | 16-Oct-2018
in the District of Columbia or date
First Mame LINDA expectzd to begin
Last Mame TAXPAYER
Business Sales Gross Receipts
Corporation Franchise Sales & Us= L Motor Fuel
Unincorporated Business Franchisa Strest Vendor Ld Heating Oi
Partnership Specialized Sales Toll Telecommunications Senvice
Ballpark Fes Cigarette/Other Tobacco Products Commercial Mobile Senvice
Withholding Wage Alcoholc Baversge Wholesals Cable TV, Satelfite, Video or Radio
Distribution
Withholding Mon-Payroll
Public: Uity
Property Department Of Healthcare Finance (DHCF)
Personal Property Cd Mursing Facility
Railroad Tangible Property Stevie Sellows (ICF-11D)
Railroad Rolling Stock Medicaid Hospital Inpatient
Medicaid Hospital Qutpatient

The following documents must be attached based on the type of business registering for the FR-300:

= Articles of Incorporation - Business is registered as a "Corporation”

= Articles of Organization - Business is registered as a "Limited Liability Company"

= Certificate of Trade Name Registration - Business is registering with a DBA/Trade Namel
"
Please Attach The Articles of Organization m
@ Attachments Ja

Type Mamg Description Size

= = =

9. The Verify and Submit page allows you one last opportunity to review your business tax registration application
prior to submitting your application to the Office of Tax and Revenue. Once you submit your application, you will

not be able to revise your information online.

a. Click the Add Attachment tab if you are required to attach documentation based on the type of business

registering for the FR-500 (e.g. Articles of Organization for Limited Liability Company registration)
b. Once your application is complete and accurate, click Submit.
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Ready to submit this request?

If you need to make any changes, click "Cancel’, otherwise enter your email address below and click "OK:

Email |
Required |

Confirm Email

10. In the Ready to submit this request? pop-up, enter your Email address and re-enter it into the Confirm Email field.
a. Click OK.

ﬁ' Home * FR-500 New Business Registration » Confirmation

@' Confirmation
16-0ct-2018

Your FR-500 New Business Registration has been submitted to the District of Columbia Office of Tax and Revenue.
To access this request for future use, please check the following:

Email: lindataxpayer@dc.gov
Confirmation Code: 9hyn7d

For questions regarding this confirmation, please contact the Customer Service Administration at e-services.otr@dc.gov

Printable View

11. A Confirmation page displays. To obtain a printed copy of this page, click Printable View. Otherwise, click OK to
be returned to the MyTax.DC.gov homepage.
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